
Finance Operations Coordinator 

•Process all finance transactions required to maintain the sales, purchase and general 
ledgers 

•Manage billing for payment on service delivery and manage amendments to recurring 
billing, including updating CRM, sales ledgers and funder portals as appropriate 

•Manage posting of receipt transactions from multiple bank statements 

•Prepare and process month and year end journals for several business units 

•Providing monthly and ad hoc reporting of transactional data 

•Collaborate with regional finance colleagues to build trusting relationships and a good 
understanding of their requirements of processes 



About you
A passion for 

empowering your 
team and bringing 
your whole self to 

work
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Who you can expect to work with

You will be passionate about 
how you and your team can 

improve the lives of the 
people with a learning 

disability, reflecting always 
how you and your team can 

learn and improve

You will be inclusive by 
making sure that your 

services support all Mencap 
colleagues and volunteers. 
Within your team you will 

work to make sure all voices 
are heard and different 

views listened to

You will be brave by 
encouraging people to have 
big ideas about what would 
make their service/team the 
best place to work and you 

will test things out and learn 
from mistakes

You will be positive in how 
you work with your team. 

You will encourage them to 
share their own ideas and 

encourage honest and open 
conversations about what 

could be better

You will be kind and 
considerate in all of your 
interactions, and will call 
out any behaviour that is 

not, so that people feel it is 
a safe place to work

Mencap’s values and how they apply to this role

People we 
support and 
their families 

and 
supporters

Finance 
colleagues 
providing 

services and 
support 
across 

Mencap

Local 
authorities, 
NHS trusts, 

housing 
associations, 

DWP

Operational 
staff working 
in different 

Mencap 
services

Internal 
customers 
from other 

Mencap 
teams


